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For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 656-4976  GIST: 2214983
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| " DHR 3T GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND HISTORY
[AppticationDawe = | Office of General Administration Application Number s
November 26, 1980 Records Management Unit - Room 621-H '7 q — I 2 2 Q —
e - ey 47 Trinity Avenue, S5.W. e
Application Number Date Rocoived Date Completod
w Atlanta, Georgia 30334 2 1880
DHR 80-39 ’ & DEC 1 1980 DEC 12188
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William J. McDonald Chief, Records Management Unit 656-4976
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3. Action Requested Department-wide Schedule -- to combine the two schedules and to
O Establish Retention Schadule; record will continue to accumulate. provide one schedule for personnel
b. 0 Disposs of present uct:umumion;z further sccumulation anticipated. training to be used by all DHR Divi-
¢. BYAmend Application No. 12122 & delete 238heck One: [ Change; B Supercede; (3 Void sions State-wide
4. Detes '31"55:7-;-" T T B, Records Series Title Hollowed by title used in office; if differsnt) T
Earliest |

7}7 Personnel/Staff Teaching/Training Files
? to presen

[ 6. Division and Qffice Function “"What it the function of the Division snd the Office in which this record series is created? _ o

The Departmant of Human Resources, through the leadership of tha Commissioner, is responsible for planning, organizing, directing, coordinating, and
controiling the delivery of services to residents of Georgia. inciuded are: diagnosis snd treatment of mental disorders; controt of physical health programs;
sdministration of public assistance programs; Federal Food Progrnrh-; administration of the delivery systems of services to indigents, children, snd
adolescents; administration of programs which snable the non-productive members of soc iety {blind, physicatly and mentally handicapped) to function

& productive members of society; administration of programs for the elderly; avaluation of programs of the Departrivent, ahd suggesting umprovement:
in these programs; and supportive services,

The Raecords Managesmant Unit coordinates the records management program for the Department; writes schadules for ail Department records to show
tength of retention, when to transfer to the State Records Center or State Archives, and whon to destroy records; sarves as lisison for DHR and the
State Records Management Office; designs forms; and coordinates DHR printing requests.

¥
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7. Records Serias Description Thns file contains the followmg documants !mc!uda form numbar: hd titles, i any): Attach amples ies of the f:le.

Documents relating to.  in-service training received by DHR employses; snd to developing training materials and/or curriculum standards for
contracted agencias funded by Fedaral and/or State rescurces, and prowdmg in-service training to persarinel for thos- aganclos, Stat&\mde

included are. DHRA Personnael Training - form 5607 [Application for Merit System TRaining) shows applicant’ s name, Socisi Socurity No., sex, raca,
age; full unit namae, Division/Qffice/Institution. meiling addrass, county, snd phone? complets Merit System Job Title; training requestad; training
location; whether or not course spplied for before; Maerit System Management Courses pr;viously completed. employees signature, and date;
supatvisory statament as to need for training , signature and date; and Training Coordinawor's signatura of acceptance, snd date. form lettars
Notificetion to applicant of sccaptance; to Division/Otfice/Institution listing names of applicants approved to attend course of training; to
Division Qffice ragarding late cancellations or *’no shows' of its employees; 2 letters of admonishmant to spplicant - one for not attending éourse
or notifying Personnel Sarvices in advance of cancaltation and one that class was caricalled because the minimum required numbar of participants did
not report for training Contracted Agency Personnel [programs for services to children, families, and oldar Americans through Titles IV-A, 1V-B,
XX, and XX) form 5068 {Financial Annex-Provider Contract Departmental Infarmation! which shows contract numbaer, effectiva date, and expira-
tion date; contractor name and address, type of service to be provided; financial information and official certification; agreement as tor employsas
for the service, access to records, Department's rights, confidentiality of information of individuals, publicity, financial information and termination
clausa, squipment purchases and disposition, contractor compliame with State and Faderal laws, rules, ragulations, and standards, narrativa description
of project. purpose of project; job descriptions, qualiticetions of personnel employed “tor project; and detailed budgetary Information; fiscal/expendi-

The file is srranged ; !

OHR Parsonnal - by date  thersundér, siphabatically by neme of course of training
Contracted Agencies - alphabatlca"v by program, thareundar dphabetlcaily by name of contracted amncv.

i a Monthly Referance Rate How often m;e rocords refarraa -.J-Whld'l are: . - .

daity - -

One to six months old i Sewntotwelvmontisold _ 9%"Y ;  Thirwen to wenty-four manths olg _freauenty
twenty-five months and oider _2ecionally .
T ¢ A i L = T e PV e ke - —. ~f
8. A'\nxpl Rate of Acr:umulnlon or thordn “ o . :

proximately L : e !
3 .g Per pProgram B " T I
Letter-sizadrawers .. ;- Legalsizedrewors ... Shelws — ... ; Other {Specify) }
f orm 4608 (7-78) 2 (Over) ]



YES | NO |

———— A
= 3 =3

10. Questionnaira  {Flace an * “K "IN the prepor e umn}
N 8. In this the official copy Of the sriss?
X It not, whare i it? by resp ective program

et " ———— L e oo = R O ]

.T
|

b. Dou the seriss wnuln confidential mfomm:m requiring security handlmo? If yes, cite law Or uguimon

ERU— ol PR et R« AL A, ——

c. Ia t‘hll a vital record?

d. Dou this series [ hinorkal or lon| term resarch value?

— — —

by scheduled -pumty? N

. When one or two documents in the fils make it necessary to keep the entire file for s long period, could thess documents

I; fsthers & dupllcntic;h of thig sariss in your office, or in anthDI’ oﬂm or lcﬂncv?
[ It yos, MP

A L s T

X | V. isthis series lar e mjor POFﬂan of it) re Nnuhrlv mmrohlmbd?

‘ X i._ Ooss the record -riu result in 8 oomputcr prmtaut?
The tollowing requires the seslas to be keon:

11. Rezsntion Rsquirements

d. Audit period

8. Susie law — e YOO,
b. Statute of iimitation i e YR 8. Adminigtrative need
c. Fecanllew U, N _ f.  Fadaral retention ingtructions

Attach coDy or exserpt of ie=s or reguistions, Explein sdministrative nesd.

L L ey £ e T a7 T p ey . bl
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State Law 6 years - Geofgia 3-705
. ; OMB Circular A-102 - 3 years

12. Aapr:md Disposition nstructions  This agency recommends thlt the file sarias be cut off st the and of sech:
DHR Personnel B Calendar Year; & Fiscal Yoor; OOther . . ..

than,

Training Coordinatoi‘ or

B Mold in the current files arod —— — . _menth(s) L yesr(s): then
) Transfer to local holdingsrea; hold ... yess(s); then

R Trarstor to State Records Cantar; hoid _._:me__ year{s); then

Dertroy

O Transter to Stats Archives for permanent retentien.

O Other iSpecity)

Contricted Agency Coordinators (record _copzl ) - : .

transfer
hold 5 years; then

hpld-in current files area 1 year;
to State Records Center;
destroy.

-

District Offices/ Contracted Agencies (reference c_opies)‘

hold 3 years; then destroy.

Theza initructions apply 10 sil prior snd future accumulatisns of the series.

: Agency HudlDengnn fSwarurl} Date Lﬁecnrdt Mnnammant Ofﬁcar !Smnarunl

Dare

L w.).md) VMQAW_._LLZQ Bo| £

Eliz ethW Crank,

79-/2.2. 4

State Rlcords cornmlnae

{Slyna rur'lJ

) ka/_m_uﬁéé&

Date

Recommaoadations in paragrsph

In- %—f (4

12 are approved. ate Auditor/Designes
{1 disapproved, sttach letter 4 s ) _

of explanation.)

Attorney Gomrnllbmgm
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GEORGIA DEPARTMENT OF HUMAN RESQURCES.
OFFICE OF ADMINISTRATIVE SERVICES -
! RECORDS MANAGEMENT UNIT

[

= APPLJCATION FOR RECORDS RETENTION SCHEDULE

For instructions on completing this form contact DHR Records Managemant Unlt, 47 Trlmty Avenue, Atlanta, Georgna
30334. Phone - (404) 656-4976 GIST: 221-4983

DHR 1. GEORGIA DEPARTMENT OF HUMAN HESOURCES ARCHIVES AND HISTORY
Application Date Qffice of District Programs ; Application Number
May 25, 1979 - Child Development Section 7 q - l 2 2.
618 Ponce de Leon Avenue, N, E,
Application Number . Dnm Recoived Date Completed
Atlanta, Georgia 30306 ny
DHR 79-20 . JUN 5 . 1879 l L 5 1979
- king Title - Teleph neN e
2. Person to Contact Ms. Dorothy Sampson or Working Tit slepho: umber
Ms. Mary Frances Radcliffes:.,. Administrative Off icer 8945681
3. Action Requested . . .
s, X Establish Retention Schedule; record will mntinuatn accumulate,
b. [ Dispose of present accumulation; no further sccumuletion anticipated, -
¢. [CJAmand Application No. : . Check One: D Change; [ Supercede; [ void .,
% Dewsof shios 5. Focords Series Titla (followsd by title used In office; i different]
Earliest Latest Title XX
4776 | to date Staff and Local Contract Agency Tralnlng Files
6. Division and Offics Function What is the function of the Division snd the Ofice in which this roeord sories is created?

The Office of District Programs supervises the Special Councils on Aging, Maternal and
Infant Health, Family Planning, Developmental Disabilities, Appalachian Health .State
Office of Economic Opportunity, Voluntéer Services, ahd Child ﬁevelopment Services,

Other duties and responsibilities of this ‘Office include intergovetnmental relationms,’
particularly with county and,local officials and their respective State associations.

The Child Development : Section is responsible for the purchase of services for low-income
families and individuals. These services are provided to current, former, and potential

changes, and making determination that services purchased comply with Federal regulations.

recipients of public welfare; for developing policy procedures, recommending policy " \ -

7. Records Serias Description This file contains the following documnts {inclucts form numbars and tities, i any):  Attach samples of the file.

Documents relating to: developing training méterials and/or curriculum modules for child develop-
ment contractéd agencies, and providing in-service training State-wide. -

Included are: CONTRACT/PROPOSAL consisting of form 5068 (5-77) (Financial Annex - Provider Con-
tract Departmental Information) which shows contract number, -effective date, "and expira-
tion date; contractor name and address, - type of service to be provided; financial in-
formation and official certification; agreement as to employees for the service, access
to records, Department's rights, confidentiality of information of individuals, publicity,
financial information and termination c¢lause, equipment purchases and disposition, con-
tractor compliance with State and Federal laws, rules, reglations and standards, narrative
description of project; purpose of project; - job descriptions, qualifications of person-
nel employed for project; and detailed budgetary information; fiscal/expenditure reports
monitoring reports, monthly reports, final report, material developed; and related corre-

4

spondence. , )
The file is srranged : alphabetically by program; thereunder R alphabetically by contrac ted agency .
. ' ' ) . . . e, . s [
8. Monthly Refsrence Rate - How often are records referrad to which are:
One to six months oid _‘;EHL__ : n 1o twelve months oldd_éi_lz__. Thirtesn to twentyfour months ola£requently

tmnty-ﬂvo months st bider _0CCasion 1)7

il

9. Annusl Rete of Accumulation or Records L RN

Latter-size drawsrs _i_l_{Z____ Legelaizedrawers —____; Shelvss ' ; Other (Specify)

Form 4898 (7.78) - * e (Cver)



YES | NO | 10. Cuestionnaire (Place sn X" in the ) proper selumn) ) . » N
: a. Iy this the officiel copy of the ssries? PR
b4 i not, whare is it? _ w -

b. Doss the series contain confidential informatian requiring security handling? If yes, cite law or reguiation.

-

X | e Isthis s vital record?

d. Does this serlas hawe historics! or loln_grm murch velue?

X be scheduled eparately? L

.. mnmormodocumnuintheﬂbmnkcitm:vwknpﬂummﬁbfw.longwhd couldﬂnndocumnu

X {. Is the information contained in this series ever publishcd? H m,m:h eopv

T e "I the information contained in this uriu over lnalyud and!or neordad in . lumrnarlud uport?

X i yes, attach copy.
h. Is there a duplication of this sarles inyouro!ﬂu or in mtharofﬂuorlgancv?
X if yes, whare?

x l. hﬂtbmbsbram[orporﬂonofh)mulmymleroﬂlnud? o

X j. Doss the record serles result in » eongum printout? -

1_}[

R LT N I

T

11, Rstention Requirements S Thofouowinn ruquimﬂu nrbnohllupt -
a. Sute Law _.(2_._. ysars. d. Audit pulod —_Y@ar$.
b. Strtute of limitation — _yes. ' 5. Administrative nesd 65 ven.
e Foceral law yoors. | . Federai retention instructions —8 _yen.
Attach copy or excerpt of laws or reguletions. EpondrnInith need. -
OMB Cirenlar B- \02. 3 ‘10‘”5
Stade Lows & yeows Ga. Code 3- 70:: |
12. Approvcdbmmon Iutructions : Thu-mncvmmnd:Mﬂuﬁhuriuhomoﬂn&undofmh ] .
CICalendar Yeer; Bl Fiscal Year; DOther . . then,
T Hoid in the current files arsa mth{s) 1 o yoarla); thon
O Transter to locsl holding ares; hold year(s); then :
@ Transfer to Sute Records Center; hold .._é_..._.__.wuhi ; then
& Destroy .
O Transter to State Arehhmfor pornumnt uuntlon
O Other {Specity)
' ‘Tm'hmmmy}ddt prior and future sccumulations of the serles, -
Agency Head/Desi [Signature} ‘ T Date Records Mlnagamant Officer (&gmturl} Dats

N s‘1ss\na Q”W )/)/W Laf77

: Elizabe\‘:/hw Crank, C.R.M,
T Sute Hmranommltm fs:ynatun)

7-3-79

[£-21-7

12 sre approved, State Aud!tor,
(N disapproved, attach letter ' ﬁ
of explanation.) IDOI‘W@

Porm 4608 (7-78) Ammw Gmnllguigm :nmca/»c'/ ’ 2 LA{
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GEORGIA DEPARTMENT OF HUMAN RESOURCES

j - ”'"Apm_lci\]'jom FOR RECORDS RETENTION SCHEDULE' OFFICE UF ADMINISTRATIVE SERVICES

RECDRDS MANAGEMENT UNIT

For instructions on completing this form contact DHR Records Management Umt 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 656-4976 GIST: 221-4983

DHR ] 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES T ARcrivesaNDWISTORY
[Aopiication Date Office of District Programs St [ Apptication Number -
May 25, 1979 Child Development Section : 7q,_. ‘ ?_ 2_ :
. 618 Ponce de Leon Avenue, N. E. 5 - S
Application Number : ate Receivew Date Completed
Atlanta, Georgia 30306 " qur
DHR 79-20 (U S gy 5 1979
2. Person to Contact Hshll)-o:;:hy Samp;_on or Working Title T T Telephone Numbor
Ms. Mary Frances Radcliffe---- + Administrative Officer 894-5681

ST

3. Actrcn Requested 3
». R Establish Retantion Schedule; record will continue to accumulats.
b. [ Disposa of presant accumulation; no further sccumulation snticipated.

e. O Amend Application No. Check One: [J Change; [ Supercede; 0 Void
4. Dates of Series 8. Records Series Tim floliowed by titls used in office; If different} B
Earliest Latent Title XX

4/76 | to date Staff and Local Contract Agency Training Fi
6. Division and Office Function What is the function of the Division and the Office in which this record series is ¢ o

The Office of District Programs supervises the Special Councils on Aging, ernal and
Infant Health, Family Planning, Developmental Disabilities, Appalachian Health, State
Of fice of Economic Opportunity, Volunteer Services, and Child Development Services.

Other duties and responsibilities of this Office include intergovernmental relations,
particularly with county and local officials and thelr respective State assoc1ations.

The Child Development - Section is responsible for the purchase of services for low-income
families and individuals. These services are provided to current, former, and po._entia]
recipients of public welfare; for developing policy procedures, recommending policy
changes, and making determination that services purchased comply with Federal regulations.

i -

7. Records Serias Description _ This file contains the following rodments linclude form numbers and titiss, if .anyJ: “Attach sam;;ie-s‘glfthe_ tile,

Documents relating to: developing training meterials and/or curriculum modules for child develop-
ment contracted agencies,]end_providing in-service training State-wide.

included are: CONTRACT/PROPOSAL consisting of form 5068 (5-77) (Financial Annex - Provider Con- . °
tract Departmental Information) which shows contract number, -effective date, -and expira- '
tion date; contractor name and address, type of service to be provided; financial in-
formation and official certification; agreement as to employees for the service, access
to records, Department's rights, confidentiality of information of individuals, publicity
financial information and termination clause, equipment purchases and disposition, con-
tractor compliance with State and Federal laws, rules, reglations and standards, narrati:
description of project; purpose of project; job descriptions, qualifications of person-
nel employed for project; and detailed budgetary information; fiscal/expenditure report
‘monitoring reports, monthly reports, final report, material developed; and related corre:

" spondence.
Tho file Is srranged : alphahetically by program; thereunder, alphabetically by c.ontractt.d agency.

\
v

8 Monthly Refsrance Rate How often are r-cofds referred to which are:

One 1o #ix months old daily t &wn to twolvwe months olddii_:!-x :  Thirtesn to wwenty-four months odfrequently

occasionag_ y o i

twantv f ive moriths eno dider

8. Annusl Rato of Accumulstion or Remrdl
4 1/2

Logatalzadmwers . : Shetes — . ; Other [Speclty] S
| &

Lettir-size dravers




Al
L —

T -

con ol gy of the series?
- whlnhlt?

[

i b Dcm tho seriey conmn conhdonthl In!ormmon requiring n&urlty Yandting? if yes, cite. law or rogulation, * d_“. T .—
x - ¢ Ll ™ \‘
T x .c. Isthlsa v-ul record? N - T T
d. Doss this sares have historice! or long term research velue? T
s. When one or two documents in the hlo mlko h necessary 10 ke2p the entire hle fora lono period, could these documents
b4 be scheculed separately? .
X 1. is the information contained in this series ewr published? "if yer, atach copy. ThomTm T
-1 g. Isthe information contained in ﬂﬂl wries vt analyzed andlor recorded In . wmm.anzad repon?
X if yos, sttach eopy, : _
h. Is thece a duplication of this mries in vour bﬂnu, or in ancther oﬂ'ua or ogonr..y? ' )
X tf yos, where?
x I._Is this serles for a major portion of It) regulsrly microfilmed? '
X | i Oosrthe rooord series result in & mmpum printout? o

11. Retention Roqu_,;nsnh

<3

Tha following requires thn urin to be kept:

O

~a. Sun ,an\ ‘ .___(2_.._. yun. d.  Audit pariod ———— e Y ODTH, '
b. Statits of limiation ————— Y8BT, 8. Administrative need _ ————eD___yeors,
¢. Fodensl law ) . yun. i 1. Federa! retention Instructions b ..yBBIR
Aruch copy or Oxoorpt of h\hoy rogu!mom Euphln odmimnratlvo need.
OMB C,WCu.\o..v Q- \O'L 3 yeows -
S-;-Q.,-\-o.. LQ_;,Q tgs L\p_o.ws Gq, QOAG 3 -708 T 4.
12. Approwed Disposition Imtrumomr This spency nmrnmonds that the file series 4 ba cut oft ot the end of sach: T T
DICalendar an' E ical an' DOthnr ‘ . ———a then, o
Ho!d in tha current files area montim(ai: 1 vw(ﬂ: then
O Transfer to local hotding srea; hold .- year(s}); than
B Transter 1o State Rucords c.::ter, hotd ...._..:.’__.._‘_. yur{:) then . ]
§ Dentroy . . N ’
£3 Transter to Stats Archives for pom-nmnt ratention, i - *;,‘ -
O Other (Specify) . A
4 -
Thes Instructions nppl—_v’té ali prior snd future sccumulatiens of the serlas. '
J Apsncy Kead/Design inaturs) ' ‘:_T I Date Records Managamtnt Ofticer (Signature) T - "—_,_—'rﬁ;t‘;"
- oo e | & Laaterio N Qo | Goil7i
A NQestooadly,] S5 | LT Losl75

)

Recommaendations in parsgraph

12 srs approved. St Audhorloulgnu

{1 dbapproved, attach letter

of explanation.) ' s'“': ;%5}
Attomay Genersl/Detignse

State Records Committes

EnzabeEh W. Crank, C.R.M.

fs&mtunj

* un 4988 (7-78)
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/ -RECORD WILL

ALTSH DISPOSITION STAKDARD;

DISPOSE OF PRESENT ACCUMULATION;
NO PURTHER ACCUMULATION ANTICIPATE!

C]

CONTINUE TO ACCUMULATE.

'k lm.;t. & latest
Dutes of Series

- ) :
LS = Ty Y

9.Exact Series Title .
Pey Senne/ A g /7/&

» AN

What is the function of the office in which this record series is created? -

his file contains the following documents {include form numbers and titles, if any,

«@d file arrangement),
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30000 this the Cocica Jopy o the sorionty ‘ v G [ {
B 1 A
b, I thero oaw Ceation of thic series i wwosher ofTice or apency? { ] {\/1‘ l
be I tie Lo clog contuined inothis Levies over -.su:m:m'i?.cd or publisheca? S AW
Abtany -, Sramusy or jublication ' .t
b, Does ovl 4 eantal. vln.u ied infommation requlnn sccurity hundling? T [\/.'
* 2 . . » Al
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